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SUBJECT . Bequest for Retention ef | [positions in W 

REFER8UCE » W/k mmo dated 21 July 1954 • Pewonfiel Ceiling 

for the Logistics Office ■ ? cf. 


, . 1* Subject tamor&Ddua listed I [positions, the justification 
for which appeared questionable to the BD/A based ©a review of the 
Management Survey of the Logistics Office of June 1954. Xtwas ^ 
understood that continuation of these positions beyond 1 January 1955 
would require further, adequate Justification* Host of the positions 
in this category were staff type positions and the question of the 
amount of manpower devoted to the writing of regulations was paramount. 
Therefore, a careful review has been nude of the work load pertaining 
to these positions, end particular attention has been given to the 
Logie ties Office regulatory program from the standpoint of manpower 
and work assignments essential to the success of this program* 

2* A total of 70 logistics issuances have been published. An 
a dd i tional 91 issuance s are scheduled for publication! of this number 
25 are being formally coordinated, 27 have been written and are in the 
various stages of leaking level collaboration, and 44 have yet to be 
written* . Detailed information on these regulations la contained in 
the outline dated 5 October 1954 and forwarded tc your Office* 

3* While gratifying progress has been mads, it is apparent that 
we are only half-way through the writing end publishing ©f regulations. 
It is difficult, of course, to estimate how ranch work will be required 
by any given regulation because of the extensive time consumed in 
^coordination*. However, we have gained enough experience (the pro- 
gram began in February 1953) to estimate, with sente assurance, that at 
the current rate of progress with manpower now available, it will take 
an additional two years to complete the basic logistics and travel 
issuances* ■'■■■- 

4* The Transportation Division, for example- h** »*d*. — 

progress in the publication of the Govercaent-OwJ 
issuances* However, the equally important Table 
now being coordinated, wJUl require extensive rm 
covering Transportation of Government-Owned Props 
extensive revision and refinement, as does the is 
Household Goods and Personal Effects. Work has J 
Vehicle Replacement Standards* Better than 75 p« 
publishing travel regulations lies ahead. This Bi 
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10, As stated here tofor e, review has been mde of the work 
ps rforaed in each of the I bositiona is question. Consideration 
has also been given to the^wssifcle realignment of function* and 
adjustments in the work program which would sake feasible the 
el Indus tion of one or sore of these positions. The ratio of work 
load to Man-hours has been the subject of exhaustive analysis fey 
sw&mgeRWit specialists ever a period of two years. More recently 
a searching, critical review has been cade by lepreaentativea of the 
Inspector General. Thie eurvey i* hot known to have produced a *y 
reactions that LO components are overstaffed. On the contrary, 
questions have arisen relative to apparent inadequate staffing. The 
recoiaser-dation of this Office that no reduction fee wade in the present 
personnel ceiling is fully consistent with the known conclusion® of 
the several surveys sectioned. Generally speaking, in fact, the 
civilian personnel celling required to adequately fulfill Legist! * 
Office responsibilities is below jainism* strength in several area®. 
R«sosa#endation# Indicating the need for increases are being prepared 
for separate suiaission. 


/*/ 

james Qkmmm 

Chief of Logistics 

3 Enclosures j 

1 - Tab "A", Trans. Civ. 

2 - Tab *£*, .Supply Civ. 

3 - Tab *C», Heal ?st«te & Constr. Civ. 
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2, As discussed In reference (a), the ’Sleekly report of 
delayed Bsotor pool service reveals the continued delegr and 
cancellation of re guests for motor pool service. 






Approved For Release 2002/09/03 : CIA-RDP78-04718A001600140008-3 









\ t 
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respcaalblllties to perform. fie is the gfcaff 




t^,*®§jpa^^ physloa^ 

og er atlaa- of the Smynlv ttvatem ma 


#o isnrMfslde eu^piy operations. 

Staff* acts as the single staff advisor la discha r gin g 
tbese respoaBlbllitlea and in effect assists tbeCbief 
«f tbegupply Division *e Btgpply Controller, : The , V 
spM<a« «wm» MifacttoS. « ; tta etS 'mJmt* a. 

in enclosure #1 of lab B, reference &'. 



b * ®*» concept of a Control Staff within a ^Lsio®. 

is not new. ■ It is & standard practice la the- Wt$Mwcy 
Service to have m Management sad Procedures Office as a 
sub-division of the- Base Supply ;Svsiy:: inatHld^i ^ iaa . 
The officers assigned to this duty are assigned for 
three (3) years os the sane basis as the Base Accountable 


Supply Officer. Is a facility each as the Agency, this 
function Is 'vital for the successful accoBg>lisha»nt of 
W Sj^ply islssian., The patrol Staff does not d^licAte 
, the activities of the operation branches- bat serves os a 
<K& 1 w m 9 m of vhich theChief, Suj^Mvi^ ,, , * 

exercises . Ms operat;M3ttal asnsgeaent ,1 technical guryeii- 
, lance end staff respoasiblUtiee. 5he €cntrol Staff : , 

, coordinates inter-breuach end inter-divlsiaaa,, office' gad 
, directorate activities on behalf of and' for ; 'th^ : , d«|a#*v- , 

If there was not a Control staff, or with a Control Staff 
inadequately Banne d, the functions as enumerated above. 
vhiCh are part of the overall responsibilities of the 
Chief, Supply Division, wild, of necessity, i» whole , 
or in part, devolve to the operatixaml sacti^ms, . .Past 
experience has shown that such a situation far , fries 
refolving the problem has, in fact, advpi^ely- affected.; v ,’ 
operations and seriously impaired proper stiff work by ~ 

. plac in g too great a burden of responsibility on operating 
officials whose primary concern with day to day operational 
support precludes the proper discharge at either function. 



C s-u. r -t.Dii.ij 1 1 AIs 

. — ■ -~M 
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To this fact may be added the observation that closeness to 
gjoat problems because of operational requirements prevented 
the Impartial assessment so vital to completed staff work. 

2. gT TMMABT OF PROJECTS. Reports and Studies Accomplished, in Process 
or Scheduled by the Control Staff, Supply Division, since 24 
January 1955* 

a. Tff4 fijngt 


{1} Sixth and Seventh Logistics Support Courses. The Supply 
phase of the Sixth Course was two weeks j the phase for 
the Seventh Course has been expanded to three weeks to 
permit the inclusion of practical problems . Control 
Staff prepares the schedule and makes all necessary ar- 
rangements for Supply Division, provides instructors and 
the course moderator. 

(2) Nineteen (19) Agency employees have been given orien- 
tation »nd briefing on the functions and mission of 
Control Staff, and scheduled through the Division for 
sectional briefing. 

(3) All t raining requests and training schedules for internal 
and external training are processed by Control Staff. 

(4) The Supply Division Training Coordinator is supplied by 
Control Staff. 


b. Special Projects* 


These include 


and several 

special projects fear TSS which have no specific name. These 


projects involve special handling, via* special monitoring 
action is taken from date of requisitioning of supplies to 
date of delivery to user. Any delay, deviation, change in 
shipment procedure , storage holdovers, etc. are promptly 
checked and corrected to meet requirement of the situation. 


e. Policy and Procedure: 


(1) a series of conferences have been held with FE Division 

and a procedure has subsequently been developed concerning 
the issue of and responsibility for equipment on temporary 
loan to IS Division for use in Headquarters. The same 
requirement exists for other Divisions of the BD/P and 
the Office of Training. Each procedure must be tailor- 
made to fit the requirements of the activity it serves. 


*» 2 , 
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(2) 6c aeiderable negotiation mi. coordination ms required 
to develop the policy and procedure governing the ship- 

«eat of sensitive items I ~l to a special 25X1 A 

eoapcae&t here la Beadqnarters , 

(3) A continuing need of recurring and one-tine reports ere 
prepared and monitored* For example: 

(a) Consolidated Monthly Supply Operations Report 

(b) Weekly Activity Beport 
(e) Monthly Btrsonnel Report 

(d) Review of all In ve n tor y Adjustments Reports 
{«) Report of Training Requirements 

(?) Reports of Oh Offices, Station Audit Reports, etc* 

C%> Aa overall evaluation mist he made of the 3M|y-tn e 

Beoeiving Procedure. la this connection a nev Shipping 
Qoewmab has been developed and instructions for the use 
of this document are ia preparation. 

(5) ®a* policy concerning accountability and responsibility 
for Government property is the hands of contractors must 
be developed and the necessary regulatory Issuances to 
implement the policy written. 

(€) The procedure for accounting for serialised supplies &d 
equipment has been developed. 

(7) the overall policy and procedures governing accounting 
for lost, damaged or destroyed property must be re- 
evaluated, 

4 * Qaafett ^ ProgmBaiag : 

fl) I 


(2) Field application and implementation of f inancial prop- 
erty accofonting in those areas in iSdeh it is mt now 
established, 

($> dost and volume study on the feasibility of central 
procurement aid storage ©f motor vehicle parts. 
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(A) Conducting a study on tbs feasibility of aad mesas for 
establishing a cost aeconotiog system in Idas supply 
operation to determine operational cost sad efficiency. 

(5) Betemlaatlon of Simply Division's machine records 
requirements, evaluate use end seed cf present reports, 
detemeiae overall requirements coordinate with 
Machine Records Division on a schedule for meeting tfce 
requirements as needed. 

(6) study cut Supply requirements far a Supply Control 
Center in Swope and the feasibility of a Centralized 
Logistics Heidquarters. 


e* Operational 



(l) A review and evaluation of overall Supply Division 
Table of Organisation and existing structure is in 
process or programed* 


(a) A staff study is fa process oeb | ~ 

As a result of this study, a newstanusture designed 
to improve control and increase the utilization of 
personnel has been devised. Coordinated action is 
being taken with the Administrative Staff/OL to 
prepare a eospleted document for foeuarding to the 
Management Staff* 


(b) A study similar to the above is in process on 
Ordnance Branch, the Inventory, Disposal sod 
Special Accounts S ction, aad in the Control Staff* 

(a) Studies are programed on the Building Supply 
Offices, Identification and Cataloging Branch, 

I l sod Depot Stock; Control, 

Stock Management, Acquirements and Vehicles Sections. 

(2) The Control Staff has been given the responsibility for 
conducting a review and evaluation of currently prescribed 
requisitioning and related supply procedures in order to a 
ascertain the feasibility of further redaction of the 
administrative workload of field mi J*adquarters oper- 
ational element a. This is in accordance with a mcmo- 
rea&uaa from the Spscial Support Assistant (logistics), 
dated 12 April 1955* 


(3) The Control Staff i# responsible for operational 

of the supply activity and the development 
of a reporting system to evaluate such management 
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effeeiency. This responsibility In this respect is built 
upon the basic tenant of any supply program; namely, to 
appraise and control the coat of supply without impaidag 
the ability to supply. Continuing review is required of 
gtoclt management functions, document control, financial 
inventory control and accounting, and the Identification 
c at al o ging operations including standard pricing 
and classification of material within the catalogs . 

{k) The Control Staff is responsible for developing work 
measurement techniques and work measurement standards 
and for assuring that such standards are met and main- 
tained. As the direct representatives of the Chief, 
Supply Division, the Control Staff by conducting surveys 
and studies determines the efficiency or lack of 
effeeiency of functions and operational se©nentB, and 
is responsible for recoaoending such corrective action 
as ny be required. 


(5} ©» Control Staff is responsible for the fbrmrifetiam end 
•Ministration of the Supply Division budget. 

f . Area. Activities ; 


Field visits should be made to the accountable and responsible 


field installations 


Many problems 


exist fhich aeeactlve area activities program can help an 
tieipate and resolve. 


25X1 


g. flegulatogy Iseuances : 

In addition to the foregoing, work is simultaneously in 

' 25X1 

25X1 


Shipment. A major requirement is a Consolidated Supply 

for Headquarters Operations, but so far this projected 
pri b lica tlon is etill far In the future, All publications must 
be constantly reviewed and revaluated in the light of latest 
available information and developments to insure timely 
amenda t ory action to keep supply operations and procedures 
c u r ren t with Agency requirements and operations . 
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5, Maintenance, 


C * —Al Bet ate and Construction Divisi on j 
&m Faculties Branch;. (Enclosure ^3) 

t °^ By ^ virtually the same as that exlatlng 
»hen oar minaraadum of 23 December 195* was submitted, vSt 


. I **»***«» *» the Space, Maintenance, 
r Jf Sh ' ®f ld ® f *‘» the Telephone Section 
m the8 ® ^itlone am filled by 
fiS-Sf?' 1 -* ea^oyees carrying out essential functions. 

■' Son ® °* these Positions can be- eliminated without a 
curtailment of necessary services, 



f 3 * 1 moving operations are not decrease 
AUho^h several large scale project# have either been 

pStfJe !f! u f^r°f Mns / inal eoapletioa, other essentla3 
projects a re required in conjunction with organization*.! 
changes and increased personnel complement®. 

^ yro grsa* has been nade la, preparation .cap asslgi 

SdAdmi^SS? *?" X)lete!d for ®ast, Jtorth, Centra? 
and Adn^nlstrat ion Buildings since M Deceiver ignk 

much < , remains to he accomplished In this mid, 
£2S? bl °S o£ assignment plans can only be effected uhen 
pressure of other dea&lined project® is relaxed. 

*Biile it vas 
survey of all 
peak demands on 
project* 


confidently expected that a 
Departmental apace uould 
Branch have 


of the 


° f note •** thc oan tours involved in nieneretinn 
of dnto for the new Agency building; rev«mlng if 5iES°" 
eontud records, which hns ^suited ta 

m * BrBBOh ex P' nai ton» anasaficlSTof 

Agncy parking spaces necessitated by Illegal parking 
arranging for visitors, etc. ^ paritlIJg ' 
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A more detailed Hat of the major projects h a ndle d 
by' this Branch ie given below: 

a. Major projects completed since 23 December 1954 : 

1 . 


2 . 

3* 

k, 

5. 

6 . 

7. 

8 , 


Alterations and Renovations - BCI offices 
Administration Building 

Renovations - Bast Elevator « Administration Building 
Tunnel between Administration and East Buildings 
Utility Wiri ng » Al cott. Barton & Curie Sails, and 
Building 


tfcility iBprovejaants - 

Innovations and A lterations - Wing 10, Second Floor, 
Building f I - m/P 

Alterations - 1 h Security Office 

innovations and Alterations - East Building 
and Gener al Cou nsel 

9. Alterations -I lAuditorlum - Office of Training 


b* Major Projects under construction : 


1. Alterations and Renovations - M & Q Buildings, W/l 

2. Alterations and Renovations A l TSS 

3. Additional a lterat ions and electrical installations. 

Building ! I * Staff D, BD/P 
k. Installation of Belt Conveyor - Tempo II « OL 

5. Air Conditioning - Adainist ra tion BuixSing - ONE 

6 . Alterations and Renovations - I I - Motor Pool 

7 . Alterations end Renovations - Administration Building, 

ORE 

8 . Renovations - Barracks Building - Military Personnel 

9. Security Requirements - Administration Building, 

Executive Registry 

10. Extension of air conditioning duct, R&S Building, 
Special Purchase Branch, €$» 


c. Pr o po sed projects and those on which actual poastructloa 

has ao^' started : "" "' 

1. Fluorescent lighting - R&S Auditorium - Office 
of Training 

2* Fire Detection System - Curie Hall - Office of 
Personnel 

3. Alterations sod Renovations - Quarters lye - 00 
and Logistics 

k, . Alterations and Renov ations * Barton Rai l - « “ 
after TBS move to 


25X1 
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5. 

6 . 

7. 


6 . 

9. 

10 . 

IS. 

12 . 

13- 

ik. 

15. 

16. 


Alterations and Innovations - Curie Ball - Office 
<xf Personnel 

Alterations and Renovations - I-J-K-L - required 
by DB/P in overall readjustments of space 
Elevating I I Buildings approximately twelve 

y to eliminate flooding of 


inches 


floors after heavy rains 
Regrading to provide adequate drainage 
entire north side of building 
Construct new incinerator 
Install paint spray booth 
Install vapor degreaser - 
Install fluorescent lights. 

packing and crating area 
Install 10 ton trav eling conveyor -f 


Interim: painting - 

Install large filters - | 


- m/T 


3 - to 


eliminate accumulation of sand in water lines 
Modify air conditioning system and install humidity 
control equipment - Horth and Central Basements 


UBS 

17. Renovations to Vault A - 350 26th Street 
iB.AlAlte rat ions said Renovations - Tempo Q - Watch 
Officer Area 

19. Renovations and fluorescent lighting - third floor 

2210 E Street - SA/PC 

20. Renovations and vaulting - first and second floors 

2210 1 Street - ORR/BDI 


S0TE: The above listings' do not Include numerous 
and varied construction items which 
individually are not classified as major 
projects . Other workload items such as 
preparation of assignment plans; reallocation 
of parking permits; moving operations; etc., 
are not included either. 


(5) This information is submitted to substantiate the 
the retention on a permanent basis of the Administrative 
Services Officer position assigned to this branch. 


3 
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need exists for constantly Surveying the vorkloeA 
burasa^T operating elements and to sagged 

which reflect changes in workload. Following «*e- cam ® 
example g 0 f studies of this nature either initiated ormor&tored 
tagr the Administrative Staff Aliasing the. )||it S$* ; ' 

o« 2tw ifeii , , . . 

of 1915k repaired extensive 
discussion, 

five souths before ifc'lSBf 

She 3£agttlHg ; Staff teas- submitted a request for an increase 
la T/O due to expansion of functions end activities. The 
AdMnistrattve staff Is responsible for assisting la the 
development of substantiating data for this type of study, 
and ensuring that the justification is submitted la 
accordance with actual needs. 

The Procurement Division has also submitted a similar 
request which likewise needs extensive dsvelopaeat, review 
of workload and functions, and coordination prior to 
submission for management review. 

The Supply Division in conjunction with the Administrative 
Staff, is ureoaringa management study on the reorganisation 


of the 



assistance and _ 
require detailed development and supervision 


__ Both 
are involved; both 


2. Of a more special nature, 
have also been undertaken: 


studies involving the following 


25X1 A 


a. The monthly status report required by the I. O.'s Heport 
on Office of Logistics is submitted to the Director of 
Logistics. This report makes many recottrsendationa for 
which this office is either directly or indirectly 
responsible for implement lng . 

b. The Printing and Beproduction Division has recently 

submitted a request to this Staff to review the current 
cost accounting system and other reporting systems, 
scheduling systems, and related procedures employed in 
the I 1 The review is for the purpose of 

determining changes required, if any, to make these systems 
more effective and as efficient as possible with the 
resultant elimination of any unnecessary handling of work. 
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3. Is addition to the t mkn enumerated above,, this Staff is 
responsible for other management programs such as Reports Control, 
development and review of internal operating procedures , maintenance 
of functional operating manual, etc. Besides management programs, 
it is also responsible for: 

a, Overall staff supervision and coordination of logistics 
regulations, including the development and revision of 
both Agency issuances and those written for internal use. 

b. Be view and evaluation of employee suggestions under the 
Incentive Awards Program. Approximately one-third of all 
Agency employee suggestions contain items or matters 
pertaining to logistics, and, therefore, must be reviewed 
and evaluated by this office. 
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W5MDRAIDUM FOR: Deputy Director (Administration) 

SUBJECT : Request for Retention of p ositions in LO 

REFKPEHCE t W/k mm dated 21 July 195k - Personnel Ceiling 

for the Logistics Office 


25X< 


1 . Subject aemoranduKi listed! I positions , the Justification 

for which appeared questionable to the BD/A based on review of the 
Management Survey of the Logistics Office of June 195*** It was 
unde rstood that continuation of these positions beyond 1 January 1955 
would require further, adequate Justification. Most of the positions 
in this category were staff type positions and the question of the 
amount of manpower devoted to the writing of regulations was paramount. 
Therefore, a careful review has been Made of the work load pertaining 
to these positions, and particular attention has been given to the 
Logistics Office regulatory program from the standpoint of empower 

work assignments essential to the success of this program. 

2 . A total of 70 logtlstlcs issuances have been published. An 
addi t ional 91 issuances are scheduled for publication; of this number 
25 ere being formally coordinated, 27 lave been written and are in the 
various stages of working level collaboration, and kb have yet to be 
written. Detailed information on these regulations is contained in 
the outline dated 5 October 195k and forwarded to your Office. 

3 . While gratifying progress has been made, it is apparent that 

we are only half-way through the writing and publishing of regulations. 
It is difficult, of course, to estimate how swch work will be required 
by any given regulation because of the extensive time consumed in 
"coordination. " However, we have gained enough experience (the pro- 
gram began in February 1953) *© estimate, with seme assurance, that at 
the current rate of progress with asespower now available, it will take 
as additional two years to ccnplete the basic logistics and travel 
issuances. " ( 


the Transportation Division, for nnaaple, has made important 
progress in the publication of the Government -Owned Motor Vehicles 
Issuances. However, the equally important Table of Vehicular Allowances , 
aow being coordinated, will require extensive revision. Regulations 
c o ver ing Transportation of Government -Owned Property also require extensive 
revision and refinement, as does the issuance on Shipment of Household 
Goods and Personal Sffects. Work baa Just begun on Motor Vehicle 
Replacement Standards. Better than 75 P«r cent of the task of 
publishing travel regulations lies ahead. This Div ision la now devoting 


25X< 


no HE IDEM 1 1 Al> 
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approximately three man-years (non-clerical) to the regulations 
prograa. While the principal responsibility Is placed on the 
Planning and Control Staff, otter technical specialists, as in the 
case of Cargo Branch employees, necessarily are called upon to Make 
a najor contribution in the development of policies and procedures 
to be incorporated in regulations. 

5 . As the additional detailed information under Tab "A" will 
indicate, it is defiifcely felt that any reduction in the nus&er of 
chauffeurs would be contrary to Agency interests. 

6 . Of the 51 issuances scheduled to be written by the Supply 
Division, 26 have been published. Among the unpublished regulations 
are basic issuances Just as important, if aot more so than some 

already is sued! for instance, the Basie I I Procedures Band- 25X1 

book, the B | Supply Procedures Handbook, and 

Requirements Forecasts Regulations and Handbooks. 

7. The man-hours spent on regulations in the Supply Division 
total about three man-years. This represents but one phase, however, 
of the essential work carried out by the Control Staff as discussed 
under Tab "B". 

0. There are I 1 positions in the Space, Maintenance and facilities 
Branch, Steal Sstate mod Construction Division, aside fro® the Telephone 
Section. All of these positions are filled by well -qualified employees 
carrying out essential functions. Hone of these positions can be elimi- 
nated without the curtailment of essential services. Prom the Division 
standpoint ss a whole, the work load has remained virtually the same 
with one notable exception, that is the beginning of what will in the 
near future be a siseable increase in work brought about by the planning 
required by the new CIA building. The Major problem, therefore, is one 
of increasing the strength of the Real Sstate and Construction Division 
rather than reducing the staff capabilities at this time. Poor additional 
information, please refer to Tab "C”. 

9. Actual experience during the past six months has substantiated 
the need for the Junior administrative position requested in July to 
assist the two ’’GAM Examiners" that were previously authorised. Over all 
staff supervision and coordination of logistics regulations represents 
one full-time Job. A 50 per cent increase in employee suggestions under 
the Incentive Awards program, resulting from the consolidation of General 
Services and Logistics, doubled the work load so that fully half of one 
person's time is required on this function alone. Administrative office 
services and other typical management functions - reports control, internal 
LO instructions and notices, maintenance of functional operating manual, 
and f /0 control and assistance to operating officials in the streamlining 
and reduction of paper work - require the time of one and erne-half persons. 

The position In question, therefore, is essential to the performance of 
these functions. 

- 2 - 
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IX). As stated heretofore, review has bees made of the work 
performed in each of the □ positions ia question. Consideration 
has aleo been given to t be possible reassignment of functions and 
adjustments ia tbe work program which would sake feasible the 
elimination of one or aware of these positions. The ratio of work 
load to Baa-hours has been the subject of exhaustive analysis by 
sana^nent specialists over a period of two years. More recently, 
a searching, critical review has been made by representative s of the 
Inspector General. This survey is not known to have produced any 
react ions that IX) components are overstaffed. On the contrary, 
questions have arisen relative to apparent inadequate staffing. The 
reecwuendation of this Office that no reduction he made in the present 
personnel ceiling is folly consistent with the known conclusions of 
tbe several surveys mentioned . Generally speaking, in fact, the 
civilian personnel celling reqjiired to adequately fulfill logistics 
Office responsibilities is below minimum strength in several areas. 
Recommendations indicating the need for increases are being prepared 
for separate submission. 


Signed. 


JAMBS A. GARRISON 
Chief of Logistics 
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